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ABSTRACT 

The junior high school student vill type reports and 
theees, title pages, footnotes, bibliographieSf carbon copie *, 
headings, and subheadings; and use aargins, pagination, and vira^ing* 
Biphasls is placed on speed and accuracy, the application of 
typewriting rules, and the advance applications of typeeritin«j 
skills. A prerequisite for this course is the Typewriter and luu 
<7701«02)« This curriculue guide consists of a list of 11 behavioral 
objectives, an outline of the cburse content, learning activities and 
procedures, evaluative instrunents, and 11 pages of resource 
naterials for teachers and students. An appendix of tests and 
additional teacher aaterials is included. (Author/BP) 
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Z. OODBSB TITUB-ttVIIAPXKa TCTSURIfXHO SHLL 
IX. OOURSB HUXBa— 770X.03 (N«w: 7763.03) 
ZIZ. GOORSS nSSORXFTZOI 
A« Synopsis 

Ths juBior hifl^ stutoat will type rsports and thsMSf title pa^es, 
footnotesf bibliogxephies, oarboa oopies« headingSt and snb- 
headixigs} and use nargins, pagination, and evasing. Epplbasis 
is plaoed on epeed and aoouvaoy, the applioation of typev.«. ^ng 
vttles, aud the advanoed appXioations of typewitiag skills* 

B* Textbook 

One of the state edopted textbooks for j^or hi^ sohool and/or 
one of the sohool* s ohoosiag* 

C* Oootipational Relationships 

Olerioal workers Seoretaries 

Typists Stenographers 

Offioe reoeptionists Bata oard puaoh operators 

IV. COURSB SMROLUODH' OUIIBLIiaS 

i« Prior Bxperienoes Keeded 

All sttklents enrolled in this course should have satisfied 
the objeotivee of The Typewriter and You (7701*02) priOr^o 
enrollaent in this ooarse* 

B* Pretest 

This test should be used to detemine whether the stodent has 
attained the objeetives of the preceding courses and/or the 
objectives of this oours^. It should help t: 3 teacher determine 
individual plaoenent within the olass. . . • , <^ , u 

V* OOUBSB OF STOIir FSBSOBXiNGB OBJSCTXVBS ' " 

Upon Buocessflil ooopletion of this course, the student will be able 
to— 

!• type one-i>age reports, bound and unbound reports or Mtnuscripts, 
formal library reports, and ninutes of neetings that are 
balanced, zieat, and easy to read, using a oorrjotion device as 
an aid; 

2* determine correct placeiaent of footnotes on a one^page report 
and a Banuscript; 

3* use the dictionary for accuracy in word division and spelling; 

4* type a stencil for ink duplication; 
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ootjBSB 07 snnnr ammscR objsoixvis, oooatiauMi 

3« tn* ft wsttr for fluid d«pllo»tlM| 

6. tjpe a oomot eopjf fM a roa^ dmft oentoiaioir preefmdort* 
aazkst 

7* typ« a thort busiaeaa Xetttr with oat oartoa oopyi 

8. typo Qutsido of aargias by using tho aargia roloaeo koy; 

9« aaoiror oorzootly on an objootive tost at loast 23 itoas on 
typovxdtor parts aad 10 items oonooxning propor sotup of 
■anusoxipts or roports with or without footnotos) 

IC* oontor a siaple probloa horisontally and vortioally on a fall 
or half shoot of papori and 

11. typo a five-oinute tiaed writing (syllabio intensity of 1.4) 
at a ainisuB speed of 20 gross words a ainute with five or less 
errors* 

COURSE coimr 

A.* SquipoMnt and Supplies 
1* Basio needs 

a. Typing desk for each pupil, 20** x 40**; adjustable in 
heii^t 

b. T:'pew3piters— oanual (or eleotrio) 

o. Chair with boohraok; appropriate for typing posture 

d. Textbook(s} 

e. Seaonstxation stand and typewriter 
f« Paper 

g« Stopwatch with 60-fteoond single sweep 
h« Siotionaxy 
i« Keyboard wall chart 
j* Posture wall chart 
k. Interval tii»r with bell 
!• Spirit process nasters 
a. liok di4>lioator stencils 
2« Suppleoentary needs 

a. Overhead projector and loieen 

b, SDL Skill Builder and 8cz<t«.n 
0. Opaque projector and screen 
d. Typing Vook holders 

e« Record player 

f • Videotape playback unit 

g. Video aonitor 

Videotapes 

VTR table 
j. Listenixtg stations 
k« Hall business letter chart 
1* Hall manuscript setup chart 



eoURSB OOmiTt Ceatlattid 



B« PM-iypla« Aotiviti«0 
U Mork *rta ariMfiMttt 

a. Paper and atadad aaffpliaa on laft 

b« Book or problaa to typo ea rigbt 
2* Typing drilla (aasa-mp)— ohaok poattua of atadaata 

C« Taohniqua k^view 
1« Uaod poaition 
2* Peat poaitloa 
3* Sitting position 
4* Finger raaohea 

B« Keyboard Review 

!• Key looation and proper fingering 

2* Coabinationa of Xattera and/or a^abola to aake other eyabola 

S. Parts of the Typewriter (Review) 

!• Aligning aoale 

2« Bail scale 

3* Card holderv or envelope elaap 

4* Clear key 

3* Line space regulator 

6« Tab total olear 

?• Variable line apaoer 

8. Review of other oaohine parts 

F« Horizontal Centering (Review) 
!• Baokspaoe aethod 
2, Natheaatioal Method 
3* Spread centering 

Oe Vertical Centering (Review) 
1« Baokspaof method 

Mathematical method 
3* Reskding position 

H. Five Basic Word-Oivision Rules 

!• Simple Manuscripts (Themes) 
!• Margins 
» a. Unbound 

b« Topbound 

0, Sidebound 
2« Placement of main heading 
3* Doable spacing 
4* Five-epaoe paragraph indentions 
3« Title page 
6. Footnotes 
7« Bibliography 
8. Table of Contents 
9« Pagination 



VZ* OOURSI OOniHTt OOBtlttOtd 

J, oSiapU OvtliMS 

1. Proptr UM of tabttUtor atohMiluis ^ 
2« PUMMnt of min headiag ud &Li» htadiagt 
3. Proper ■pAoiac bttnteii pftrtt 

K. TlMd WritiBgi 

1. Out and two aiautto for aklll building 
2« ThrtOt fottTf aad fiv« li&utot for toitiag 

L« BttiiiaosB LotteriiBoiaforooitai 

1. ToohaioaXitioi 

Mo pUooBont 
!>• f itlo of addrooMo 
o. Lottor body 
d* SiffUktaro 
«• Roforenoo notation 
f. Poatsoript 
e. Othor apooial notations 

2. Stylo 

a. Blook (foll-blooked) 
^ b. Nodifiod blook ( aoai-blookod or blookod) 
0. ANS Simplified 

3. Ptmotnatioa 
a« Nixed 
b« Open 

N. Ink Daplioator Stenoi?. 

1. Preparation of typewriter 
2* Correotinc errors 

N« Fluid Duplicator Master 
1* Correoting errors 

2. Typing 
3* Drawing 

4* Using two or aorc oolors 

0* Carbon Copies 

!• Correcting errors 

2* Str«iking of typewriter (aaaual) 

3* Multiple oopy control (eleotrio) 

VIZ. SUQQBSTBD PSOGEIXJRBS, STRi(ESQIES, AMD USihSSW ACTIVITISS 

A. Suggested Teaching Methods 

The methods to be used will depend upon the teacher's skills, 
students'' abilities, resouroes, and number of pupllti* The methods' 
best suited for this course are aenonst rat ions, audio-visual 
presentations, drills, project typing, timed writings, letter 
writing, and perfozvanoe and/or written tests* 
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nu SUQCBISSD PBOOBSUBIS, SfBinSQISSi AHS XfiUOnNO 4GTXVZTXSS, Gontlniad 

9ht iMniBg Aotivity p«okagts will oomum a larft part of th« 
•tttteats' %im Md ave progvsiMd for iadividml paoiae* Tho 
toaohop ahoold rtftr to appropriato aootioaa of %h% Taaohog Oalda 
for Tottoh Typiag * 

B« Waxv-vp Ovllla 

am OF laiLL procbdohb 

COBditioniog PxaotioaB Saoh iwct previdts tontoaoos for drill 

at tho bogianing of oaoh lOMoa* Cheok 
atadenta as they t^ ia ordor to 
observa propor toolmiqaoo* 

llphabotio SoatOBoea Soatoaooa whloh iaoludo M. lottoro of 

tho alphabot slionld bo ff^n to dottr- 
nino lettors tkat giva tho otadoat tho 
fflost trouble • ffoxtbooko provide those 
soatoaooa* 



C. Speed Drills 

vm OP BBIXiL 
Direot Oiotatioa 



Balanoed-hand 



Guided Writiags 



Tiaed Writings 



PROCEIUHB 

The Btadont types as the teaoher 
dictates one-*, two-, or three-letter 
vords* The student is direoted to 
use a ^ok stroke and key release. 

Dictate words ia which students use 
alternate hands to type each letter. 
Szaaplet if it is so she oay go 

Choose guided writings fron the text 
or duplicate sentences ooaposed by 
the teacher, Perait students to set 
their own goals. 

The teaoher will ohoose material faroa 
the text with syllabic intensity cf 
1.2 gradually reaching 1.6 with 5-, 
and ^-«inute aoouraoy and speed 
writing. (The teaoher decides when 
tc change tiaing.) 



D. Repetitive Practioe 



The teaoher directs students to retype material for improveaent 
in techniq[ue« 
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VXI. &3(mafm psooibubis, mkmrn^ m xsasxzmo AcnvifiBs, OdAtiantd 

S« iMlcuNBt Shtttt or LMittiac AetMtitt 

Tht tMOluir OM prtpftf* XMraiog aetivititt lo tU% itvdtati ma 
work *t vmrioat lOTtXt of iptod teiod os iadividwl aUXiiiot. 
9ftdo OeuBtj hftt ooHplttiod Xoftni&c aetivity pMkagoo for Voooh 
Typi&c that ahottXd ^ hoXpftX for tho toaohor Ib iadivldwiXiiias 
iaotraotiOB. 9ho foXXowiiii; vooXd %o soot appXioal)Xo for this 
oouroot 



X1S-4IP-23 PAOB LOB OAaCOB 

XlS-IIP-2^ VARUnOMS IN OBinSBIHQ 

XlS-IIP-28 PBOOFRBiJIRS* NiRKS 

XlS-aCP-3X ODTUHSS 

XXS«-32 NUUSORim 



Toots idiioh ooooapaay tho tojeti workbooks, or loaxning aotlvlty 
packages art a^ilabXo} othorwiso, tho teaohor aay selsot prohloao 
frcj aatsriaX provionsly proooatod or uso toaohor-«»do toots. 



VXZI, SVALUATZVB SfSTRUISHTS 



A. Toots 



pOHPoas 



Protos^ 



PXaooasat tost to dotoraino a studsat'o 
oligibility for tho oooroe or for 
pXaosasat withla tho ooarso* 



Coatsriag Tssts 



To neasore tho studaat's ability to 
ooatsr oatsrial vartioally and 
horisoatally oa a f 'ill or half sheet 
of paper* 



Word Sivisioa Tests 



To detexniae if tho stadeat has devel- 
oped the ability to divide words 
oorreotly at tho oads of liaes* 



Tabulatiag Neohanisa 
Drills 



To measore the studeat's ability to 
opemte the tabulatiag aeohaaisa of 
the typewriter* 



Tiaed Writiags 



To aeasoro the aaooat of speed and 
degree of aooaraoy that has boea 
attained by the stadeat on straii^t 
copy aaterial* 



Perfornanoe Drills 



To neasttre the student's ability to 
follow written %ad/ot oral instzuotions* 



o 
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VIZZ. BVAUaTZVB ZHSTRUIODITS9 Ooatiautd 



P0Stt«8t 



To detorsiiM tht •fftotivtMis of 
ithftt h»o taviht. Zt lOioftld bo 
a pavaZZol of tho protovt, tat not 
idoatioal. 



B« Tostiag Zntervals 

Testing can be done throo^oot the qaiiiBester, but it is suggested 
that Most of the olass tiae should bo spent in aotnal typing of 
probleas* 

1* A pretest should be adaiaistered at the beginning of the 

oonrse to detexaiae individnal plaoeaent within the oourse, or to 
detemdne If anyone has already net the objeotivea of the 
Gourse. Those students that have already set the objeotives 
for this oourss should be aoved to a hij^r level typing 
olass (or oooras vithin this olass}* 

The pretest should oontain a 3Hidnnte tiaed writing (syllabio 
intensity of 1*4} and should asasure all the objeotives of 
this oonrse of study. A aHciaoa aaount of tiae Should be 
allowed for oo^pletion of probleas, and the teaeher should 
not supply any aid during ths testing period* 

2* At least one interia test should be given during the oonrse* 
The interia test should asasure the objeotivei. oovared in 
a unit or units of work* Since students will vary in their 
individual progresst the interia test night be adainistered 
several tiaes; it is inperative that the teaoher develop 
several of theae so that the ssae one is not used aore than 



3* The posttest should be adainistered during the last week of 
the quisaester* Zt should be a parallel of the pretest and 
should therefore detexaine if the student has net the ai2iu»B 
objeotives of this oourss* 



Grading should be based on individual progress of each student 
at his/her own level* Howeveri ainiana standards for the course 
are established in the perfoxoanoe objeotives* Zt is conceivable 
that a student could spend aore than one quinaester on this 
course of study while another student could spend less than one 
quinnester and proceed to the next course of study during the same 
quinmester. 



once* 



C. Grading 
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30URGBS FOR STOISHTS 
Ttztbodkt 

One or aore of tho stato adopttd typtvritinif toxtbookt for Junior 
hi^ lohools* 

▲Ithols, Gertrodo. Modom Typeiiriting Pmotio^. 3rd ed. Now 
Torki Pitm Ptibliahing Corporation, 1962, 

Ligoori, Prank £• Baeio Typeitritor Opoyationa— Prino^nlAY «i*>f 
Probleaa. Cinoinnatis South-tfestom PuUithiag Co., 1971* 

Riohardson, Nina K* t™ with Ono Hand . 2nd ad* Cinoinnati: 
Soath-¥aBtom Pttbliahing Co., 1971* 

Soott, Wesley B.; Haoilton, William J.; and Hertsfeld, Arthur. 
Modem TTPtnrit^Bfff 2ad ed. New Torks Pitnan 

Publishing Corporation, 1962. 

Stokee, Paul A. (Poday'B Typing, 3th ed. Bethesda, Xd.: Global 
Publishing Co., Ino., I968. (paperback) 

Drill Books, Workbooks, and Practice Sets (Refer to catalogs for 
current issues.) 

One or more of the workbooks that are correlated with the student 
textbooks are available from the respective publishing companies. 

BoMman, Wallace B. Business Letter Typing . Cincinnati: South- 
Western Publishing Co., 19^5. 

Brendel, LeroyA., and Near, Boris. Punctuation Brills and 
Bxeroisae. New York: Gregg Bivision of XcGraw-Hill Book 
Co., 1970. 

Spelling Brills and Bxeroiaas , New York: Gregg 

Bivision of XcGraw^ill Book Co., 1964. 

Brendel, LeroyA., and Leffingwoll, Slsie L. Bnglish Usage 
Brills and Sxeroises . New Tories Gregg Bivision of ^cGzaw- 
Hill Book Co., 1968. 

Ferguson, Margaret Ann and Nalepa, Barbara H. Basic Gregg 
Typing 1— jtechine Controls (t«3ct-workboOk). New York: 
Gregg Bivision of McGraw-Iill Book Co., I969. 

'■' Basic Gregg Typing 2«>^oundations of Production 

(text-workbook). New York: Gregg Bivision of McGraw-Hill 
Book Co., 1971, 

Fries, Albert 0. Timed Writings About Careers . Cincinnati: 
South-Westem Publishing Co. , 1963. 
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IX* RBSOURCBS 90R SIUUKTS, Contlautd 

B* Drill Bookii Mork>ookS| and Praotiot Stts, COBtiiMMd 

Orubbs, Robert L« and Waavtri David H. Typing laprw— at 
Praotioe , tithar alaotrio or aaaual MiV15&. IW !'6Mds 
Oragg Divifien of NoOraw-fiill Book Co*, 1972* (Xagr ba 
uaad with Oragg paoaaattar) 

Onibbe, Robert L» and White, James L. Sustained Timed Writiagg . 
3rd ad. Hew York: Oragg Division of KoQrav-Biil Book Co*, 
1971. 

Hansen, Baatrioa S. Progressive Typing Speed Praotioa t 3rd ed* 
Haw Torkt Oragg Division of XoQraw-Hill Book Co., I968. 

Lavina, Nathan. Typing for Ivaxyone . Haw York: Aroo Publishing 
Co., Ino*, 1971* (33 lessons; 

Liles, Parker; Brendel, Leroy A.; and Krause, Ruthetta. Typing 
Mailable Letters . 2nd ed* New Yorks Oragg Diviaioa of 
XoQxaw-Hlll Boak Co*, 1969* 

Lloyd, Alan C«} Rowa, John L.; and Winger, Fred B* Typing Power 
Drills . 2nl ed. Haw York: Oragg Division of NoOraw-fiill 
Book Co., 1965. 

Hanassy, Louis G* and Krevolin, Hathan. Tiaed Writings for Taen~ 
Aeers . Haw Yozks Pitman Publishing Corporation, 1963* 
(Primarily for junior hi^ sohools) 

Palmer, Harold 0* and Agnew, Allen N. Triple-Controlled Timed 
Writings . Cinoinnatis South-^featexn Publishing Co*, 1970. 

Rahe, Harves. Business Letters for Typi og. 3rd ed. Haw York: 
Pitman Publi^ing Corporation, 19^9* 

Rowe, John L. and Stier, Fabom. Typewriting Drills for Speed 
and Acouraoy t 3rd ed. Hew York: Oregg Division of NoOraw- 
Hill Book Co*, 1966* 

Short Course for the IBM Select ric Typewriter . International 
Business Xaohinas Corp., 1966* 

Thompson, James N. Typewriting Timed Writings with Selected 
Drills, 3rd ad. Cincinnati: South-Westsm Publishing Co., 
196&. 

Wsuxous, S. J. Statistical Typing with Tabulation Problems . 
2nd ed. Cinoitaati: Scuth-tfastem Publishing Co. , 1956* 

# 

Winger, Fred S. and Weaver, David H. Oregg Tailored Timings 

(electric or manual editions). Hew Tork: Oregg Division of 
NcOraw-fiill Book Co. , 1971* (May be used with Oregg pacesetter) 
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RBSOUROia FOR STUWTSt ContinuAd 

C. Rtftrtnot NabmIi (Ia «4ditioa to diotienftvlts and •aojoXoptdias) 

Abbravifctiona for Mam with ZIP Oada« , Uaitod States Potftal 
Strvloe, Vaahiafftoai B. 0.| 1967* 

jDouj^erty, Margaret N.; Piaeerald, Jalla H.{ and BoXaaderi 

Donald 0. laetaat Spelling Plotloaaxy . 3xd ed« Nvadeleiai 
Illiaoiej Career Za«Ui«tei ^ 

Eleotrio Typing ie Baey Typing . Hew Yorks Uadervood Corp* 

Gavin, Rath 8. and Sabin, Williaa i. Reference Maattal for Steno- 
graphers and Typiete . 4th ed* New York: Gregg Division of 
McGraw-Hill Book Co., 1970. 

Guide for Typing Term Papers and Reports. A . (11 pp.— '75^1 
No. T-4} Teaching Aids Incorporated, Post Office Boat 3527$ 
Long Beach, GA 90603. 

House, Clifford R. and Koebele, Apollonia X. Referenoe Ifonual 
for Office Personnel, 5th ed. Ciacinaatii Soath-¥sBteni 
Publishing Co., 1970. 

House, Clifford R. and Skurow, Saanel. Typewriting Style 

Manual , (correlated with 2Qth Cenrtuaar Typewriting. 9th ed.) 
Cincinnati: South-tfestem Publishing Co. , 196S. 

How to Spell It . Sperry Rand Corporation, 1340 West Flagler 
Street, Miami, Florida, 1967^ 

Hutchinson, Lois Irene. Sttmdard Handbook for Seoretaries . Sth 
ed. New To^ Gregg Division of MoGraw-Sill Book Co., 1969* 

Leslie, Louis A. 20.000 Words , 6th ed. New York: Gregg 
Division of MoGraw^ill Bock Co., 1971* 

Silverthom, J. E. and Perry, Devem J. Word Division Manual , 
2nd ed. Cincinnati: South-4(estem Publishing Co., 19?^ 

TipB to Typists . Smith-Corona, 38^0 Bisoayne Boulevard, Miami, 
1967. 

23 Typing Shortcuts . S perry Rand Corporation, 1340 West Flagler 
Street, liamx, '1967* 

D. Leartiing Aotivity Packages 

Thirty-two Touoh Typing media packages are available from Textbook 
Services of Dade County Public Schools (1971)« The following 
paoka^s are appropriate for this course. 
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ZX« RBSOURGBS FOR STUIBIITS, Coatinuttd 



0« XfMrniBg Aetlvlty Pftokft^if OoatimMA 



R«vievt 

11S-4IP-1 
11S-IIP~2 
llS-IIP-3 
llS-IIP-4 

l]S-IO>-<6 

V iis-np-e 

11S-MP-.X2 
XlS-IIP-13 
IIS-MP-U 

11S-IIP-X5 
X1S-MP-X7 

iis-MP-xe 

XL3-IIP-.X9 
XlS-IIP-20 

xxs^-a 

XlS-IIP-22 
X1S-1(P~23 
llS-IIP-24 
XlS-IIP-.2^ 
XlS-IIP-26 
H«w XateriaX: 
XlS-IIP-27 
XlS-IIP-*28 

llS-NP-*29 
XIS-IIP-.30 
XIS-KP-3X 
XlS-9IP-*32 



prbparho t o 

8, H, UFT SHIFT 

1, T, nszoo 

iSIHFORGBllBMT 
U, 0, RICKT SHIST 
R, 0, Z 
0, H 

RBZHFOBCBIBNT AITO BiSIC TABDUTIOX 
P, V, CONNi 

V, B, QUSSTIOH MIRK 
BMXD 1 

AFOSTBOFHE, SCCUlUlTIOir POIHT, 4 

2, 7, lOLIAR SI(V 
QPOTATIQH IQLRKS, 6, HOCRSAHS 

innERScoRB, 39 9 

NUXEBR OR FOQNB SIGV, IfiFT PAggMTHBSIS, AND 2aSR0 
FIVI, RIGGT PARBMTHSSZS, HTPBSK 
mCSKT, ASTBRISK, BUOOIUL 
COLOH, QMB-B&IF, C89T 

OIB-K)UHTH, 0, BBYIRW 

EORIZOHTAL AHD VBRTIG&L CSHTERIHO 
PAGB LINE GUIUGB 
WORD SIVISZON 
VARUTIONS IH CBHTBRIHG 
PARTS OF UmSRS 

CARBON COPIES MD SNiLL SirVBLOFBS 
PROOFRBAIERS* lULRKS 

TABDUTIOH VITH NUN AND SBCONDIRT H8ABINQS 
TABULATION WITH COLUNNAR BEABINQS 
OUTLINES 
NANUSCRIFTS 



A. B. Biok Niaeogiaph and Spirit BapXioatoi^SttPPliee Selector * 
A, B, Biok Co., Inc., 353^ N. Seventh Street, Niaoi, 

FL 33125 (phones 649-1771) 

How to Nake Ditto Direct •Process Nasters. Ditto Division of Bell 
and Howell Co., 3100 N. N« Seventh Street, Niaai, FL 3312^ 
(phone: 642-2022) 

£. Videotapes 

Videotapes (one-half hour each) obrrelated with the above learning 
packages are available froa the Departnent of Media Services, 
Dade Coonty Public Schools (1971)* 



o 
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ZX* RBS0URG8S FOR STUIENTS, Go&tlnu0d 

?• Audiotapes (reel-<to-M«l and oasMtte) and Raoords 

ClasBrooa taaohart nhoold prapart additionaX tapes to assist 
iadividoaX stvdaats* 

Class National Publishers, Ino. , has 74 tapes that teaoh the 
entire first year of typewriting (148 lessons); 3-inoh reels 
or cassettes. Stook #116700, 1662.30; first semester only, 
$368.15* 382^ Bunker Hill Road, Brentwood, Karyland 20722. 

Kttsieal Typing. Set 99* 20-$0 wpa. New York: Dictation Biso.Co. 

Mttflioal Ty f^^ Raaai^a (swing arranipsMeats), 20 to 30 wps; four 
. 43-rpa rsoords, $4.60 (Set 99). Teaching Aids Incorporated, 
Post Office BOK 3327i Long Beaoh, CA 90803. 

Records for Qre^ ^T T^iffffi Series^eyboard Drills and 

S yareises . Boges 1«4 (each has 5 records). t2A each; complete 
set with filsstrip gnide, f 86*30* New Toxkt Gregg Division 
of NoQxaw-fiill Book Coapaay* 

RkvthM Set, 16^60 8eries : 33 l/3 rpa. Set 1 (6 records), $28; 
Set 2 (6 records), $28; complete set, $51. Hew loxk: Gregg 
Division of NoGraw^ill Book Co. 

Timing Record for T^r ffunff ?f"^*?]r^- T-800, 45 rpm^ 6 min» New 
Yorks Dictation Disc Co* 

Typing laprovement Tapes (reels or cassettes). Ten 15-«inute 
lessons for teachers or advanced students. Set No. T-47t 
$22.50. Tape 1— Knowing Yoor Typewriter, Parts I and XI; 
tape 2— Improving Typing Technique, and Plan Your Work; 
tape 3— 4^oxk Your Plan, Parts I and 11; tape 4— bricks of 
Typing, and Stencil Cutting; tape 5— Correcting Mistakes, and 
Typewriter Care. Teaching Aids Incorporated, Post Office 
Box 3527 1 I'Oag Beach, CA 90803* 

Wood, Merle. Tapes for Timed Writings * Instructions and inters 
vals are recorded. Each tape is $10 or complete set, $40. 
Western Tape, Box 69, 2273 Old Niddlefield Way, Mountain 
View, CA 94040. 

Tape 1—36 one-minute timings 

Tape 2— '22 twoHosinute timings 

Tape 3—16 three-minute timings 

Tape 4^10 fivsHsinute timings 

Tape 5—1, 2, and 3HBinute timings 
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RSSOURCSS FOR TS&CHBBS 
A* Books 

Teaoher's editione, aaaualt, test l)Ooklet8, and/or solvtioas 
for most of the books listed in Resooroes for Students are 
available froM the publishers* One or aore of the senior 
hifffa sohool ieztbooks irill be helpful resooroes* 



Douglas, Iiloyd V.| Blanford, James T.{ and inderson, Ruth I* 
Teaehing Business Sub.iaots . ^th ed. Snglewood Gliffss 
Prentioe-fiall^ Ino«, 1958* 



Ouide to Business Ednoation in Florida Schools. A« »jBulletin 72. 
Tallahassee^ State Department of Eduoation« 1967. 

Krevolin, Mathan. A?rt TYg^afft revised ed* New Torks Pitman 
Publishing Corporation, 196$. 

Lamb, Marion N. Your Firert Year of Teaehing gyneifgiting . 2nd 
ed. Cincinnati: South-¥esteni Publishing Co*, 1959* 

Liguori, Frai^ I. Basic Typewriting Operations— Principles 
and Problems . Cincinnati: South-Vesten Publishing Co*, 
1965. 

Robinson, Jerry W. Practices and Preferences in Teaching 
Typewriting . Cincinnati: South-Hestem Publishing Co., 
1^9^ 

Russon, Allien R. and Uanous, S. J. Philosophy and Psychology 
of Teaoh-t |fff yypf^f yiting . 2nd ed. Cincinnati: South- 
tfestent Publishing Co., 1972* 

West, Leonard J. Accuieition of Typewriting Skills . New York: 
Pitman Publishing Corp. , I969* 

White, Jane F. smd Shank, Bruce C* Teaching Typewriting . Portland, 
J. Weston Waloh, 1964* 

B. Periodicals 

Balance Sheet. The . Cincinnati: South-Western Publishing Co. 
Ncnthlj, October throu|^ Kay. 

Business Education Forum . Washington, D. C.s National Business 
Education Association. Published monthly, October through May, 

Biisinees Education World . New York: Gregg Division of KoGraw- 
Hill Book Co. Five publishings each school year. 

Journal of Business Education . East Strcxidsburg, Pa.: Robert 
C. Trethavay. Monthly, October throu^ May. 
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RBSOURGBS FOR IIBIOHBRS, Contintwd 

B. P«riodloaUt Contiaatd 

Typ«writing Hewi * CiaoiaBati; Sottth-4ftst«rB Pabliahing Co* 

C. Ltftrning Activity Packages 

A te&cher paolcoge with ouesi evaluating instrunentSi a&d solutions 
to aooompany the student paokages is available from Teoctbook 
Services, Dade Ccwity Public Schools. 



Or Tests 

Ccoaeroially prepared tests correlated with textbooks are avail- 
able from most publishers. 

Smith-Corona, Inc., 701 Sast Washington Street, Syracuse, NY 
13201, has tests on the Parts of Business Letters and 
Syllabication . 

Typewriting Speed Tests Booklet . (20 fiveHsinute timed writings) 
{AO0) Mew Torks Gregg Division of XoOraw-^ill Book Co. 

Typewriting Tests . Two sets (V-1 and of 12 timed writings 
each (30 copies of each writing). Average syllabic intensity 
is 1.3-^from easy to difficult. Teaching Aids Inccrporated, 
Post Office BoK 3527 1 l«ong Beach, GA 90803. 

Typing Predugtien Test Booklets . (20 tests; 4O0). New Yorks 
Gregg Division of NcGraw-Bill Book Company. 

E . Transparencie s 

Callahan, Lois A. Keys to Typewriting . Color, (alphabetic 
and numeric keyboard; 5-10 days of beginning or refresher 
course), total 154*50. Western Tape, Box 69, 2273 Old 
NiddlefieU Way, Nountain View, GA 94040. 

Srickson, Lawrence. Hand Positions . Set Ho. T«^ (SlO). Teaching 
Aids Incorporated, Post Office Box 3527, Long Beach, CA 908O3. 

Gregg Typing Transparency Libraxy (requires Flipatran viewer 
8tage-47«25h Total, 1373. Vew Ycrkj Gregg Division of 



McGraw-Hill Book Co. 

VoluBi 1, Keyboard (Alphabet) t 57. 50 

VcloM 2, Keyboard (Mumbers end Symbols) 57.50 

Volume 3, TabaUtions 57*50 

Volump 4, Foxms 57*50 

Volume 3, Kanusoripts and Reports 57*50 

Volume 6, Correspondence (2 books) 105*00 



14 



RBSOURGBS FOR TBICHBRS, Contiauad 

£• Traasparvaoieat Coaiiaued 

TraaBparcaoiaa , Xaohlae Naaipxilatioa (23 visuals), Lsarain^ the 
Xsyboard (23 vituals) , fiasio Tjnptwriiiag Operatioas ( 23 
visuals), aad Special Applioatioas (23 visuals), nith plastic 
adapter aad teacher's aaaual. Ciaciaaatit Soath-^festem 
Publishiag Co, (Split<-stiolc mcuated, $133*73i spriag mouated 
with vail racks, I2730 

Typing y*Y ^flffifBt'*^lg (20 visuals) (iaoludes letter styles and 
foxns aad proofreading). Color. Snfield*8, 3X Business 
Systeas, 4000 N. If. 30Awiue, Miami, Florida (633-1331) • 

PT^uotion (20 visuals) (for prcnoting efficiency and 
productivity) Color. Eafield*s, ^'VH Business Systeas, 
4000 1. W. 30 Avenue, Miaai, Florida (633-1331) • 

Western Puhlishiag Educational Services, 1220 Mound Avenue, 
Racine, WI 33404$ has an asscrtaent of typewriting trans- 
parencies including the followingt 

Jd->779 throu^ J8-76d-~Variotts types of letters w/overlays 
Jd-789 throu^ J8-79I— ^ypes of punctuation in letters, 
with overlays^ 

J8-793 and J8->794--Polding for large and email envelopes, 
with overlays 

J8-796 throuj^ J6-dl7— ^siaess foros, tabalations, aad 
aaauscripts, with overlays 

F. Charts and Posters 

Business Teachers Guide, Poster Visual Aids, Dept. N., P. 0. 
Bos 114t Convay, NC 03818: 
Typing Bo's and Buds 
Typing Habits. UA I 
Pers<mality« U^ l 

Eraser Company, Inc., 701 East Washington Street, Syraouse, KY 
10013, has a bulletin beard chart on all types of envelopes. 

Picture Posters etnd Wall Charts for Gregg Typing . New York: 
Gregg Division of NoQraw-Hill Book Co. 

Cofflbination wall chart and projection screen (124.30) 
Lettez^yle series— 6 posters (124.30) 
Personal-^ se Series— 6 posters (I24«30) 
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RBSOURCBS FOR mCHBRS, Co&tinuiid 



F. Charte anA Poitara, Contiaued 

Tcaohlag Aids Inoerporatod, Post Offioa Bos 3^27 1 I*oiiff Btaoh, 
CK 90803* Two-color charts: 

Sot Vo. T-1, 120, 5 lottsr stylo oharts, 2$ x 36 inches} 

inolUes folding of Uttor and typing of onvolopo 
Set Mo, T-2, 115, 5 behavior-^ttem cartoons, 19 by 25 inches 
Set No. T-4, $15, 5 technique cartoons, 19 hy 23 inches 
Set No. T-3, $12, 2 aanusoript guide charts, 19 by 50 inches} 

title page, table of contents, 3-ipagB aanusoript with 

footnotes^ bibliography 
Set No. T-6, $6, one hand-position chart, 25 by 38 inches^ 

several eJcetches 
Set No. T-7, $5, keyboard chart for aannal typewriter, 25 by 

38 inches 

Set No. T-8, $5, IBM Seleetrio keyboard with simulated key- 
punch, 25 by 38 inches (can be adapted for any electric 
keyboard; 

Typewriting Keyboard Chart . Cinoinnatii Scuth-tfestem Publishing 



Gregg Division of KcGraw-Hill Book Co.s 

Filmstrips for Qregg Typing (BDL) by Reiter and Lloyd- 
Keyboard Reinforceaent Set, $35 
Manual Typewriter Skill Development Set, $35 
Electric Typewriter Skill Develcpaent Set, $35 

m Typing Keyboard Introduction t $35 

BDL Typing Skill Developaent . $87 

Gregg Typewriting Series ^ ♦^c 

^et No. 1, set it sound filnstrips and 3 records, $65: 

How Typing is Learned— and «hy| Getting the Typewriter 
Ready, Parts 1 and 2j Better Posture} Better Typing} 
Pundaaental Typing Habits} Reoedial Typing Techniques. 

Set No. 2, set of 8 filnstrips and 4 records, $112: 

Basic Tabulation Typing, Basic Manuscript Typing, Basic 
Letter Typing— Parts I and 2, Basic Forms Typing, Basic 
Display Typing (Principles and Patterns, Methods and 
Shortcuts— Parts 1 and 2). 

Prom: School Bquipment Distributors, 319 Monroe Street, 

Montgomery, AL 36104. 

IBM Selectric, The . l6mm, 8 min., color, sound. Instructional 
katerials Catalog, Dade County Schools, No. 1-05496. 

Ri^t Touch . I6mm, 18 minutes, color, sound. Instructional 
Materials Catalog, Dade County Schools, No. 1-13131. 




G. Films and Filmstrips 



V 



16 



RBSOURCBS FOR mCHSRS, CofttlttUAd 

Sterling Sduoational FIIbs, Itto., 241 Sast 34 Strtet, K«w Yoxic, 
M«v York 10016, hass 

firrt -*!ltff TVP}"* (Beginaiag TypiB«)t 1^">, 12 ■inutes, color, 
1966. 

Poatiire an^ tha Keyboard . l6iim, 14 ■inutee, color, 19o8« 
Remedial Typing . 16 am; 11 miautea, 1968. 

T T Pfi*VT T'^'^ t' n^Tft ? ? ^^'"''^9 12 oiatttes, color, 196d« Includes 
coxveotloas, carbon copies, envelopes, re-alignaient* 

ip^yp-i tyy 'yan^^ ^^B i 9^ . i6m, 12 Btintites, color, 1966. laolndes 
use of electric typewriter, space bar and tab bar, setting 
mrgins, tbe bell, and other Manipulative parts; nnoibers. 

H* BvJ.letin Boards 

Bulletin Board Ideaa-^ypewriting (19^1) and Bulletin Board Ideas 
for Business Classes. 1^5 lalso throu^ 1970} SiygglesgM. 
Belta Pi Spsilon, University of Northern Colorado, Oreeley, 
Colorado. ($1.30 each) 

Bewar, Thadys J. and White, Jane F. ^pq yisnal Teaching Ideas . 
Portland: J. Weston Waloh, 1961. 

I. Other Aids 

Artistic Typing Headquarters, 4006 Carlisle Avenue, Baltincre, 
MD 21216, has Typewriter Mystery Qaaes . Art Typing, and 
Deal«€t»^rade . 

Proofreading Exercises . Holyoke, Hassaohusetts: National Blank 
Book Company. 

Proofreadin(g Exercises . New YorkJ Lever Brothers Company. 

Teaching-learning aids that are available from South-Westem 
Publishing Company and Gregg Division of MoOraw-Hill Book 
Company} 

Certificates of credit and proficiency 
Award pi is and charms 
Progress charts 
Rolls of honor 
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TOUCH TVPINQ 
Si GiieSTCO CHECK SHECT FOR EVALUATINO TECHNIQUES 



NAME. 



LE$SON(S). 



DATE. 



ERLC 



X. POSITION AT THE TYPEWRITER (5) 

a. Comfortadia, ralax«<l position directly In front of typawrltar 

b. FMt on floor 

c. Elbowfrmaxad • . . • 

d. Curved flngtrs • 

t. wristi low and rtlaxad» but frM from typowrlttr contKt . • 

2. CONDITION OF WORK AREA <S) 

a. PaPar at laf t 

b. Typewriter poilllonad oorracUy 

c Book at reading angle, on right tide 

d. Unneeded Itemi removed 

e. Neatneii of surrounding area • < 

3. INSERTING AND REMOVING PAPER (5) 

a. Adjustment of paPer ball 

b. Operation of the paper ball 

c. Holding of paper for Iniertlon 

d. Twirling of cylinder knob • • • 

e. Use of release lever for adjustment ^md removal 

4. KEY STROKE W 

a. Finger action 

b. Snap stroke • 

c Hands, wrists, and anns relaxed 

d. Uniform stroking 

e. Proper finger use 

5. SPACE-BAR ACTION (4) 

a. Right thumb curved close to bar 

b. Bar struck properly 

c. Bar released Instantly 

d. No pauses 

6. SHIFT-KEY REACH <4) 

a. Quick, little finger reach i other fingers In position 

b. Shift down as key Is struck 

c. Shift released after key Is struck 

d. No pauses 

7. P^ADING COPY <4) 

a. Eyes on copy - 

*b. Fingers preposltloned In anticipating strokes 

*c. words typed at word level when possible 

*d. Rhythm pattern fluent and continuous 

0. CARRIAGE RETURN (3) 

a. Return quickly at end of lines 

b. New tines started without pause 

c. Eyes on copy 

•9. CONTINUITY AND RHYTHM (4) 

a. Carriage kept moving 

b. one*hand words typed with finger action 

c Balanced-hand words typed at a v#ord level 

d. Smooth, fluent rhythm pattern which varies according to 
kind of copy being typed 

TABULATOR BAR (5) 

a. Depressed firmly 

b. Held down until carriage $top$ 

c. Quick reach $ fingers in position 

d. NO pauses 

e. Eyes on coPy 

U. RIGHT MIND SET (4) 

a. Attention to technique cues | 

b. Effort made to Improve 

c Alert, but relaxed 

d. Practice with a purpose 



•These Items should not be used In the early stages of learning to type. 

NOTEt Numbers In pare, theses represent the number of Items to be 
evaluated in each section. 
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SXCEUUCNT 
141 


^QOOD 
(3l 


AVERAGE 
(2) 


BELOW 
AVC» 
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SCORE 
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AODITZONAL mCHBR USLPS 



Th« appeadlooB of B«a Way to Type , ABC* a of Typewriting . Sminega 
Applieationa of Typewriting Skilla . Typing Buei neaa Reports. Outlinea. 
and lAteoriptB . and intferiaediata Typewriting Skills all ooataia nateriala 
that ooald be helpful for the teaoher in preaentirig this oourse. If 
copies of those quiniaeeter oourses of study are desiredf they can he 
obtained hy the principal or assistant principal fron the Oepartnent of 
Terthook Services, Dade County Public Schools* 

All of the business education quinnester oourses of study have been 

designed with an appendix. Individual pages can be detached and run 
throu^ a thermal process machine enabling the teaoher to aake theioal 
masters or stencils and as many student oopies as are necessary* 
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FUNSUIBNTAL SKIUS TEST 



Pill in the blanks on th« right: 

1. How aanjr spaeee are there in a horizontal inoh of pioa type? 

2. How neuay spaoes are there in a horisontal inoh of elite type? 

3. How o8u^ spaoes are there aoross a standard sheet of typing 
paper on a pioa naohine? 

4* How aany spaoes are there aoross a standard sheet of typing 
paper on an elite naohine? 

^. ▲ 30-8paee line of pioa type is how aaay inoht.:} lonjf? 

6. A 60-spaoe line of elite type is how aany inches long? 

7* To set up iKkterial with an averetge line of 60 spaoes , how many 
spaoes to the left of center of the paper should the left 
nargin he set? 

8. How nany hlank lines are there between two linos of single- 
spaced copy? 

9. How many blank lines are there between two lines of dooble- 
spaoed copy? 

10. How oany spaoes are paragraphs usnally indented? 

Insert the correct I£T1BR in each blank on the ri^tt 

11. The carriage should be returned with 
fa) a quick wrist noveoMint 
lb) a slow, careful am mcveiaent 
,c; a deliberate I but slow movenent 

12. If the paper is inserted crooked, stxai^ten by using 
[a) carriage release leimr 
^b) paper release lever 
c) line-lock release 
,d) margin release 

13* When typing a capital letter with the left hand, use the 
fa) tabulator bar 
^b) ri^t shift key 
o) margin set 
'd) left shift key 



14. How long is a sheet of standard typing paper? 
(a) 8 inches (b) 10 inches (c) 11 inches (d) 14 inches 

15. In a vertical inoh there are (a) 10 spaces (b) 12 spaces 
(c) 10 spaces (pica) or 12 spaces (elite) (d) 6 spaoes 

ERJC 21 



KEY TO FONXUmTAL SKZLXS TEST 



1. 


10 


2. 


12 


3. 


85 


4. 


102 


5. 


5 


6. 


5 


7. 


30 


8. 


0 (or nono) 


9. 


1 


10. 


5 


11. 


a 


12. 


b 


13. 


b 


u. 


c 


15. 


d 
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TXPZHO RBVISW SiOSBT 



Maohine Parte 

Th« aargln wet is lased to set Xh» length of the writliig line. 

The caggiage return lever is used for spacing up for a new line of writing. 

The rihhon^ontrol lever is used to adjust the aaohine for typing on the 
upper or lower half of the rihhon* 

The is tho ruhber roll arouad whioh the paper is inserted* 

The liae-spaoe regulator is used to adjust the typewriter for single, 
double, or triple epaoisg* 

The earriage«"i»lease lever persits the typist to aove the carriage to any 
point on the seals* 

The riAt cylinder knoTi perwits the typist to turn the cylinder hy hand 
when the paper is inserted into the afaohiae. 

The tahttlator har (or key) is used to indent for paragraphs and to set 
Material up in ooluans* 

The pacer guide guides the left edge of the paper as it is inserted into 
the typewriter* 

The caper hail holds the paper, idiioh is ahove the line of writing, 
against the cylinder* 



Spacing 

Theie are 10 spaces in a horiscntal inch of pica and 12 spaoes in a 
horisontal inch of elite type* 

A sheet of typing paper is &| inches horisontally and 11 inches 
vertically* 

Paragraphs are usually indented 3 spaces* 

There axe 0 blank lines between lines of single-spaced copy* 

There is 1 blank line between lines of double-spaced copy* 
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